
Standard Operating Procedures  

Career Senior Executive Service Members 

 

1. OHR receives request to begin recruitment for career SES position. 
2. OHR verifies that there is an existing SES allocation for the recruitment; and verifies that 

the Position Description (PD) is current.  If the PD is not current, OHR works with 
requesting office and Terri Cruz to update PD. 

3. The Recruitment Strategy Form (RSF) is completed and signed by requesting agency 
official. The RSF should include the area of consideration (government-wide or all 
sources), the open period (14, 21 or 30 days), and the panel review members. The agency 
typically promotes advertising all sources for 30 days. 

4. A Request for Eligible (SF-52) is initiated by requesting office. 
5. OHR prepares the draft vacancy announcement and assessment questionnaire in 

USASTAFFING.   
6. OHR submits the draft vacancy announcement via an USASTAFFING link to the 

requesting agency official and/or designee for review before posting. 
7. Upon approval to post, OHR releases vacancy announcement to USAJOBS.gov, and 

sends Notice of Vacancy email to all NLRB employees. 
8. Before the vacancy announcement closes, OHR prepares an email to send to panel review 

members notifying them that they have been selected to serve on the panel. Availability 
to convene the panel is also requested at this time. 

9. Once a date has been set for the panel review, a calendar invitation is sent to the panel 
members to secure the date and time on their calendar.  A conference room is also 
scheduled at this time. 

10. OHR conducts qualifications analyses of applications.  All minimally qualified applicants 
(those that submitted the required documentation per the vacancy announcement) are 
referred to the panel.   

11. Panel convenes. Based upon the panel’s scoring, OHR issues the certificate of the best 
qualified candidates to the selecting official and/or designee via USASTAFFING.  

12. The selecting official and/or designee(s) conduct the interviews.  OHR is not involved in 
the interview process. 

13. The selecting official makes a decision and annotates their selection on the certificate via 
USASTAFFING and returns certificate to OHR.   

14. If a selection is made, OHR is notified of selection and contacts the selectee. 
15. OHR sends notice of disposition notices to applicants in USASTAFFING notifying them 

that they have been selected or not selected. 
16. If the candidate is QRB certified, refer to step 21. If the candidate is not QRB-certified, 

refer to step 17. 
17. OHR reviews the candidate’s submitted ECQ narrative and provides written 

recommendations for QRB submission and approval. 



18. Candidate submits final/revised ECQ narrative to OHR for submission by the requested 
deadline. OHR has 90 working days from the closing date of the announcement to submit 
the application package to OPM for QRB certification.  Extensions may be granted upon 
extenuating circumstances. 

19. OHR submits completed package to OPM via the ESCS system. A completed application 
package for a Criterion A submission consists of the vacancy announcement, resume, and 
ECQ narrative.  A completed application package for a Criterion C submission consists 
of the vacancy announcement, resume, ECQ narrative, IDP, reference letter, and letter of 
recommendation. 

20. The QRB will render a decision (approval, disapproval, or rewrite).  
21. If approved, OHR issues a tentative offer letter contingent upon Security. 
22. Once cleared by Security, OHR contacts the losing agency for SF-75 information and a 

release date. 
23. Once an effective date has been coordinated, OHR issues a firm offer letter. 
24. OHR sends the candidate onboarding forms through the WTTS Onboarding System.  

Employee has until the first Friday of the pay period to complete.   
25. Candidate is added on Employment Solution’s New Hire List.  Candidate will join the 

New Employee Orientation hosted by Employment Solutions.  
26. OHR completes e-VERIFY within 3 business days of employee coming onboard. 

 

 

*Please note that this is not an all-inclusive listing of career SES recruiting procedures.* 

 

 

 

 

 

 

Dated October 30, 2018 



Standard Operating Procedures  

Non Career Senior Executive Service Members 

 

1. Every four years, just after the Presidential election, the United States Government Policy 
and Supporting Positions, commonly known as the Plum Book, is published, alternately, 
by the Senate and the House. The Plum Book is used to identify presidentially appointed 
positions within the Federal Government. 

2. The Appointing Authority, Chairman and General Counsel, review the Plum Book and 
identify candidates for vacant positions. Once a candidate has been selected, the 
Appointing Authority notifies DofA and OHR. 

3. OHR review the candidate’s application package (resume, salary history). The last 
previous rate and qualifications of candidate requested for position are verified and 
confirmed. 

4. OHR prepares a 1019 for Schedule C appointees (GS-15 and below) and prepares a 1652 
for Non Career SES. The 1019 and 1652 forms are prepared in ESCS. 

5. OHR receives the Chairman’s signature on the applicable 1019 or 1652 form. 
6. OHR uploads the signed 1019 or 1652 form in ESCS for processing. 
7. Once the 1019 or 1652 has been approved, OHR is notified via email. 
8. OHR contacts PPO for approval (Justin Bis is POC). 
9. Once PPO approves, OHR contacts the Appointing Authority for effective date. 
10. OHR notifies candidate of approval and next steps. 
11. OHR sends the candidate onboarding forms through the WTTS Onboarding System. 

Employee has until the first Friday of the pay period to complete. If employee starts 
during the middle of the pay period, forms are due the next business day. 

12. Candidate is added on Employment Solution’s New Hire List. If the effective date is at 
the beginning of the pay period, candidate will join the New Employee Orientation 
hosted by Employment Solutions. If the effective date is not at the beginning of the pay 
period, OHR will conduct a brief orientation and swearing-in session, and candidate will 
participate in the next available New Employee Orientation hosted by Employment 
Solutions. 

13. OHR completes e-VERIFY within 3 business days of employee coming onboard. 
 
 
 
 
 
 
 
 
 
 
Dated October 30, 2018 





Collective Bargaining Agreement (CBA): Agreement to advance the mission of the National 
Labor Relations Board and the well-being of its employees covered by bargaining units. 
 
Classification Team (Class): Group of Human Resources Specialists within NLRB OHR 
responsible for the human resources functions responsible for classification functions. 
 
Employment Solutions (ES): Division within NLRB OHR with Human Resources Specialists 
responsible for the human resources functions of staffing/recruitment and placement. 
General Schedule: The broadest subdivision of the classification system covered by title 5. It 
includes a range of levels of difficulty and responsibility for covered positions from grades GS−1 
to GS−15. It is designated by “GS” for supervisory and nonsupervisory positions at all of these 
grade levels. (Most positions above grade GS−15 are included in the Senior Executive Service 
(SES) which is outside the General Schedule.)  
 
Grade:  The numerical designation, GS−1 through GS−15, which identifies the range of difficulty 
and responsibility, and level of qualification requirements of positions included in the General 
Schedule.  
 
Major Duties:  A statement of the important, regular, and recurring duties and responsibilities 
assigned to the position.  
 
Position:   The duties and responsibilities which make up the work performed by an employee.  
 
Position Description:  Commonly called the “PD”, the official description of management's 
assignment of duties, responsibilities, and supervisory relationships to a position.  
  
Classification Standard:  Issued by OPM to relate the grade level definitions in title 5 to specific 
work situations and thereby provide the basis for assigning each position the appropriate title, 
series, and grade.  
 
Optional Form-8: Commonly called the OF-8/PD This form serves as the PD coversheet.  It is a 
form developed by a Federal agency for use in two or more agencies and approved by GSA for 
non-mandatory Government-wide use. 
 
Position Designation: Classified position descriptions are assessed by the Security Team to 
determine the position designation.  A code is provided that identifies the position’s level of 
security. 
 
Position Designation Record: Commonly called “PDR”; The document received from the 
Security Team after each position in the Federal service is evaluated that identifies the position 
sensitivity designation commensurate with the responsibilities and assignments of the position as 
they relate to the impact on the national security. The sensitivity assessed corresponds to a 
specific code which is inserted on the Optional Form-8. 
 
Series: A subdivision of an occupational group consisting of positions similar as to specialized 
line of work and qualification requirements. Series are designated by a title and number such as 
the Accounting Series, GS−0510; the Secretary Series, GS−0318; the Microbiology Series, 
GS−0403.  
 
Supervisor: Commonly called a Hiring Manager/Manager; An individual employed by the Service 
having authority in the interest of the Service to hire, direct, assign, promote, reward, transfer, 







Original 11/4/21 Yolanda Dubose Corrected numbering 
and included 2 sample 

docs 

Updated 10/18/22 Yolanda Dubose Clarified process in 
numbers 3 and 4 

 

 

 


















